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ASSISTANT MANAGEMENT OFFICER - GS-0303. 01-15 


1. STATEMENT OF DUTIES RESPONSIBILITIES 
a. Introduction 


Jj S? M«ww«ewsat Officers in the Man* 

btyhf cold exercises responsibility for management 
activities in a major program area of the Agency* ffa® four program 
areas ere as follows* (l) Deputy Director (Administration) ; (2) Iteputy 
*225: {P *£*>* ^Deputy Director Intiaiigence), end (4ofS of 

Personnel, Office of Training, end Office of Oonactunicatione. 
b* Duties and Responsibilities 


U) 


( 2 ) 


( 3 ) 


The inountoent is responsible for a comprehensive management •p rogr am 

** Ssri*" r* 0 " 6 "* 8 of «“ «~8rss»«^^ 

not liruted to, studies of functions, policies, oraanizittion 
*** 2?® clarification of relationships (including headquarters-field 
relationships) i surveys of manpower, work loads, staffing require- 
meuts^procedures, methods, and systems; the examination of programs 
and budgets as developed by operating officials for evidence of need 
econaay of operation or overlapping sad duplication of functions; 
the development of work measurement, work simplification, records 
systems, end other special programs. 

Develops programs and plans for the improvement of overall manage- 
ment in the area, end the relative emphasis to be Riven each DTOl mus 
consideration changes and treads in substantive programs' 
and policies of the agency; and establishes management projects, 
including the objective, priority, and timing, u 

Initiates broad administrative policies bearing not only on aeneral 
adBlni.tr.tion but a!*, ou paraonual, 

administration, and acts as leader of task groups of represents- 
tives from other support components to consider such policies * 


^ oounsel > general direction to Ms 

staff member!?; and reviews their performance for soundness of con- 
clusions and adherence to policy. 

(5) Provides advice and assistance to top-level officials on general 
and specific management problems and the management implications 
of proposed substantive programs. 

(6) Keeps abreast of developments in the general management field and in 
other agencies of the government to develop methods of irnnrovimr man 
agement in the area. Incun/bent keeps abreast of ' 0 '” — ’ - — - 
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(a) itoabership la management societies 

(b) Attendance of conferences and conventions 

(c) Personal contacts 

(d) Beading and study 

(?) Continuously appraises the activities in the program area to 

identify areas of needed isgsrovement, and to devise and recommend 
improvements. 

0) Provides a central, authoritative, point of information on au- 
thorities, functions, and responsibilities of components In the 
area and their relationships to other area consonants and outside 
agencies. 

(9) Personally handles special management problems in the area of an 
especially sensitive or important nature; and as requested, those 
of an Agency-wide or interagency scope. 

(10) Travels to I I field offices when necessary to 25X1 A 

conduct surveys or develop solutions to special problems. 

(11) Acts as liaison to groups from outside the Agency, investigating 
organisation or management problems in the area. 

ix. sU F Ejar isioB 

a* Siq^ervision is received by the incumbent from the Chief, Management Staff, 

In the fora of general objectives to be acco&glished or in some cases 
suggested projects, and accoaplishments are reviewed In light of overall 
policy and to determine whether programs are effective in acccaqpllshing 
the needs of the Agency. Direction may also come frost the w/A or 
higher authority and from top-level operating officials in the form of 
assignments or objectives which must be translated into specific projects 
or activities. The incumbent initiates and carries out his work with 
the highest degree of Independence and maximum freedom In performance, 
exerting leadership without reference to higher authority. 


b. Several organization and methods examiners are supervised on a con- 
tinuous basis, and detailed personnel from other components of the 
agency for the length of their assignment to special projects. Due 
to the fact that the incumbent will be required to personnally conduct 
special. Agency-wide or interagency projects, requiring extensive 
absences from his regular duties, one examiner in the program area is 
designated Associate Assistant M a n ag e ment Officer to assume the incum- 
bent’s duties In his absence. 
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III. SALIFICATION RETIREMENTS 


a. Knowledges 


The i n cumbe nt must have In addition to specialized knowledge of 0 & II 
techniques, * broad knowledge of management principles end how to apply 
them to complex, operating situations; end a working knowledge of eco- 
nomics, accounting, budgeting, personnel administration, logistics, and 
training, A knowledge of go v e r nmental processes, loth civilian and 
military, is essential, as well as intelligence methods and processes* 
Sue to the fact that centralised intelligence and clandestine operations 
are relatively new, and because strict ccmpartmentation is observed, 
substantive knowledge as to doctrine and processes is only partially 
documented and available. These facts require that the ineuabnet must 
acquire a large, personal knowledge of substantive operations for 
management programming, not ordinarily required in similar positions. 

b. aqua 

While operating skill is not essential, a working knowledge of the 
operation and capabilities of office type machines and systems is 
required in order to give general advice and assistance (as distin- 
guished from the specialised assistance of the Business Machines 
Officer) as to their need, production, and utilisation. 


e. Abilities 


Special abilities are necessary for writing clear, succinct reports 
to top officials and for lecturing in management courses* Ibctremely 
important is the ability to make high-level contacts sad to maintain 
smooth and effective relationships. Outstanding ability is required 
in securing concurrences of top officials and resolving conflicts in 
concepts and opinions of operating personnel. Ability to visualize 
accurately the effect of new programs, activities, and legislation upon 
organization, functions, procedures, and methods is essential; also 
the ability to lead employees under his supervision or chairmanship 
on special conwlttees. 

d. Work experience and education 

Ssperieaee at a high level, requiring planning and executing of manage- 
ment programs is essential. Both specialized (AN experience and broad, 
administrative experience, including supervision, are necessary. Twelve 
to fifteen years of progressively responsible experience in a field 
closely related to organization and methods examining in either govern- 
ment or private enterprise is necessary* Successful completion of 
study at an accredited college or university in Public Administration, 
Business Administration, Industrial Management, or similar field may 
be substituted far experience. 


e. Physical requirements. Mo unusual ones attached to this position. 
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r. Personal characteristics 

Inc u m b e nt suet have sound judgment, common sense, tact, resourcefulnes 
perseverance, and forcefulness, and he practical and cooperative. 

g* Special qualifications . Hot applicable. 

XV. SCOPE Am EFFECT 

Actions, decisions, and recoaamcndations of the incumbent affect the 
structure of the agency’s organization; the distribution of functions; 
the lines of authority; the policies, staffing, procedures, practices, 
equipment, methods, and forms deployed; which in turn have an impact 
upon agency operations and overall policies. The scope of the inevaa- 
baat’s work encompasses all aspects of management as related to the 
organisational cooponeats, functions, and programs of his area; and on 
Rectal assignments agency-wide or interagency. Proper performance of 
his duties and those of his subordinates means more effective utiliza- 
tion of manpower and economies In time and money, with resultant increase 
la the effectiveness of the mission of the agency in support of the cold 
i**r and planning and transition to hot war conditions. Mistakes or 
errors in Jud gme nt would result in delays in shifting program em p h as is 
of the agency to meet changing world conditions, hampering operations, 
and unnecessary expenditures of funds. 

V. MEffEAL DEMANDS 

a. In view of the fluctuations in the substantive and support functions of 
the agency and the continuing expansion of new programs, a high degree 
of ingenuity, originality, and resourcefulness is demanded to cope with 
organization and methods problems. The lack of precedence, the clan&es- 
tiae nature of many of the activities, the coopartmentation os substan- 
tive knowledge, the rigid security restrictions, the world-wide nature 
©f operations, and the wide inter-departmental relationships, make 
mental dem a nds on the incumbent far beyond those normally found in 
similar positions in other government agencies or private firms. 

b. Due to the multiplicity of management problems and the urgent need for 
their expeditious solution, the highest degree of mental concentration 
is required. 


e. 


Bus to the lack of precedence in a new organization, the necessity in 
magy cases for immediate decisions, and the occupation of superiors 
with top-level policy, requires the Incumbent to exercise indiv i dual 
Initiative in taking independent actions. The necessity for quick 
decisive action to meet rapidly changing conditions calls for adapta- 
tion of standardized technifj.es and the origination of new techniques 
to provide practical solutions to pressing problems with a minimum of 
ccaproaise with management theory. 
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d. 'Eh* incus&ent is repaired to evaluate situations rapidly and accu- 

rately, develop logical conclusions, and take sound and practical action. 
Stringent deadlines, crash assignments, and difficult personalities 
generate tension and pressure under which the ineusSbent mat constantly 
work. 

vi. personal woes contacts 

Co ntac ts are m ade with top officials of the agency for the purpose of 
developing and stimulating the management improvement program, obtaining 
concurrences, reconciling differences of concepts end opinions, giving 
advice a nd assistance on general and specific management problems, and 
initiating studies end surveys, and assisting in implementing recoa- 
aeo&Btlcns for improvements . Contacts are made with other government 
offici als to obt a in their experience on problem® s imi l ar to the agency s 
or of 4oint interest. 

Contacts are usually personal or by correspondence, and frequently are 
in the fora of a conference of appropriate officials. Special problems 
arise in dealing with outside officials due to security restrictions 
«ad internally because the need-tc-knov principle is frequently diffi- 
cult in Its application. Coapartaentatlon restricts many officials to 
a narrow knowledge of agency problems sod makes more difficult dis- 
cussions crossing organisational or functional lines. The incumbent 
is authorised to represent and speak for the Chief in his area. 

VII. SPECIAL C0SSU3EBATI0WS 

Career service and rotation requires that the incumbent be familiar 
not only with his own and other Assistant Management Officers* area 
but also have a wide knowledge of all administrative functions at head- 
quarters and field. 

VIII. POSITION PROGRESSION 

The lime of progression upward is frcm senior 0 & M examiner to Assistant 
Management Officer, to Chief, Management Staff, and laterally to other 
program areas or administrative positions . 

IX. DISTIIJCUISHINQ EEA3M2SES 

The distinguishing feature from other 0 & M examiners on the staff 
Is the fact that the incumbent is the assistant of the Chief in a 
distinct program area of the agency, responsible for the management 
program and ail management personnel assigned to the area. 
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